Manager Tools Quick Guide

MANAGER TOOLS

P  Set an Access Boston Delegate

» My Access Boston Approvals

Set An Access Boston Delegate

If you will be away for a period, you can designate someone else to undertake pending tasks (approvals)
within the Access Boston system in your absence.

1. Click on the link to ‘Set An Access Boston Delegate’
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Edit Preferences

Forwarding User 7 v

2. In the ‘Forwarding User’ field type the name or ID of the person who will be acting as your Delegate and
select them from the list that appears.

3. Click the checkbox next to ‘Start Forwarding' and choose a date (the ... button on the right allows you to
choose from a calendar).

4. Click the checkbox next to ‘End Forwarding’ and choose a date there.

Important Note: If you want this delegation to be a permanent arrangement, simply choose a Start Date
(and do not put in an End Date).

5. Click the ‘Save’ button to set your delegate.
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Edit Preferences

Forwarding User 7 |8 Lady Gaga B v

#| Start Forwarding | 1 April

#| End Forwarding | 7 April v | 2019

My Access Boston Approvals

When you have pending approvals in the Access Boston system (for example: if someone you manage
requests a Sponsored Account or if you are involved in an application approval request process) you can
quickly access that information from the Access Boston Portal. But you will also get email notices from
Access Boston to let you know you have an approval pending (a hyperlink will be included within the

email).
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Click on the link to ‘My Access Boston Approvals’

2. Your Work Items page will open, find the item that you want to approve, then click on the

View > button on the far right of that row

Work Items @ Sotby Workiem D | IF  YFillerv n

B View Archive »

w  Approval - New Sponsored Acco ation Request: Ayana Green o | Vewd
ork ltem ID: 1438 | Owner: Gr arthy | Requester: Grelchen Grozier
m  Approval Manager Approval - New Sponscored Account Creation Request: Alisen Brown o - View >
Created: 2122/20 | Work ltem ID: 1437 | Owner: Gregary McCarihy | Requester: Greichen Grozier
w  Manual Action Manual Changes requested for User: 074683 o[ vews
Created: 2126/19 | Work Item ID: 601 | Owner: Admin, kounica | Requester: DGOWDA

Showing 1-3 of 3

3. A window will open to allow you to review the details of the request and you will have the option to

Approve [green thumbs up] or Deny [red thumbs down] the work item using the buttons on the
right. Please note - if you reject an item you will need to provide comments as to why you are doing
that (these comments are shared with the requestor).

Manager Approval - New Sponsored Account Creation Request: Ayana Green | 1 Reguest

b Approve Al

 Deny Al

reate: Slari Date: 0272872020, Date OF Birth: v, First Name: Ayana, Last Name: Green, Needs CoB Email: Yes, End Date: 09/25/2020 LU wh Approve | Den

Application: |dentitylQ
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Important note: certain approval work items have a time limit. For example, if you do not act upon a
sponsored account approval request within 14 days it will time out.
The requestor will be notified if the work item expires.
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